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INDEPENDENT ACCOUNTANT’S REPORT 
 
 

TO:  THE OFFICIALS OF DEPARTMENT OF EDUCATION 
 
 
 We have reviewed the receipts, disbursements, and assets of the Department of Education for the 
period of June 1, 2001, to March 31, 2004.  Department of Education’s management is responsible for the re-
ceipts, disbursements, and assets. 
 
 Our review was conducted in accordance with attestation standards established by the American In-
stitute of Certified Public Accountants.  A review is substantially less in scope than an examination, the ob-
jective of which is the expression of an opinion on the receipts, disbursements, and assets.  Accordingly, we 
do not express such an opinion. 
 
 Financial transactions of this office are included in the scope of our audits of the State of Indiana as 
reflected in the Indiana Comprehensive Annual Financial Reports. 
 
 Based on our review, nothing came to our attention that caused us to believe that the receipts, dis-
bursements, and assets of the Department of Education are not in all material respects in conformity with the 
criteria set forth in the Accounting and Uniform Compliance Guidelines Manual for State Agencies, and ap-
plicable laws and regulations except as stated in the review comments. 
 

STATE BOARD OF ACCOUNTS 
 
July 6, 2004 
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DEPARTMENT OF EDUCATION 
REVIEW COMMENTS 

March 31, 2004 
 
 
 

DAILY DEPOSITS 
 
 As stated in prior Audit Reports B12369 and B17375, the Department of Education did not consistently 
deposit receipts collected for the Publications Division by the following business day after receipt of the funds. 
Additionally, we found that several divisions that collect receipts for workshops conducted by DOE do not con-
sistently deposit these funds by the following business day after receipt. 
 
 Indiana Code 5-13-6-1(b) states in part:  "All public funds . . . shall be deposited with the treasurer of 
state, or an approved depository selected by the treasurer of state not later than the business day following the 
receipt of the funds." 
 
 
SDO FUND RECONCILIATIONS 
 

The Department of Education (DOE) discontinued performing reconciliations of its Special Disbursing 
Officer (SDO) advances in June 2003.  
 

Two reconciliations must be performed for the SDO fund each month.  The bank statement for the 
checking account must be reconciled to the check register.  Also, the check register must be balanced to the 
total SDO advance.  These reconciliations must be formally documented.  (Accounting and Uniform Compli-
ance Guidelines Manual for State Agencies, Chapter 7) 
 
 
CONTRACT UTILIZATION 
 

We found that the Department of Education did not utilize contracts for the payment of consulting ser-
vices as required.  Instead, DOE processes these claims through their internal Request for Approval of Non-
payroll Personal Services form, which DOE refers to as the “yellow sheet”.  The “yellow sheet” contains ob-
jectives and activities for “honorarium” services and department approval for authorization of such services. 
 
 Indiana Code 4-13-2-14.1 and 14.2 require that a contract to which a state agency is a party must be 
properly approved and in writing. 

 
Each agency, department, institution or office is responsible for compliance with applicable statutes, 

regulations, contract provisions, state policies, and federal requirements.  (Accounting and Uniform Com-
pliance Guidelines Manual for State Agencies, Chapter 1) 
 

 
FIXED ASSET INVENTORY 
 

The fixed assets of the Department of Education have not been consistently tagged upon receipt.  Ad-
ditionally, an annual physical inventory of assets owned has not been conducted. 
 

Assets at the minimum level of $500 must be tagged.  Assets should be tagged upon receipt.  (Ac-
counting and Uniform Compliance Guidelines Manual for State Agencies, Chapter 10) 
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DEPARTMENT OF EDUCATION 
REVIEW COMMENTS 

March 31, 2004 
(Continued) 

 
 

Once a year, after receiving a Fixed Asset Master Listing, a physical inventory is to be taken and 
compared to the Master Listing and the agency's listing of assets from its asset control system.  (Accounting 
and Uniform Compliance Guidelines Manual for State Agencies, Chapter 10) 
 
 
INTERNAL CONTROL OVER REVENUE COLLECTIONS 
 

Our testing of revenue collections by Department of Education divisions that collect fees for DOE 
sponsored workshops revealed deficiencies in the internal control structure for the collecting and accounting of 
these fees.  There are no uniform procedures set by the accounting division, each division has it's own sys-
tem.  Most divisions do not issue receipts or maintain a cash journal to record money that has been received. 

 
Indiana Code 5-13-5-1(a) states:  "Every public official who receives or distributes public funds shall: 
 
(1) keep a cash book into which the public officer shall enter daily, by item, all receipts of public 

funds; and 
 
(2) balance the cash book daily to show funds on hand at the close of the day." 
 
Each agency, department, institution or office should have internal controls in effect, which provide 

reasonable assurance regarding the reliability of financial information and records, effectiveness and efficiency 
of operations, proper execution of management's objectives, and compliance with laws and regulations.  
Among other things, segregation of duties, safeguarding controls over cash and all other assets and all forms 
of information processing are part of an internal control system.  (Accounting and Uniform Compliance Guide-
lines Manual for State Agencies, Chapter 1) 
 
 
MISSING DEPOSIT 
 
 It was determined during the testing of revenue for the Department of Education's Publication Division 
that collections totaling $100 were never deposited with the Treasurer of State or recorded by the Auditor of 
State.  It appears upon further testing that this was an isolated incident.  This collection was made up of 
several small checks and $5 in cash.  Through inquiry of a school district we found that one of the checks was 
on its outstanding check list.  DOE should consider requesting the reissuance of these undeposited checks. 
 
 Collections must be deposited intact.  Deposits are to be made within the next business day in com-
pliance with IC 5-13-6-1.  (Accounting and Uniform Compliance Guidelines Manual for State Agencies, 
Chapter 3) 
 
 Indiana Code 5-13-6-1(b) states in part:  "All public funds . . . shall be deposited with the treasurer of 
state, or an approved depository selected by the treasurer of state not later than the business day following the 
receipt of the funds." 
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DEPARTMENT OF EDUCATION 
EXIT CONFERENCE 

 
 

 The contents of this report were discussed on July 28, 2004, with Yvette Hauser, Director of 
Accounting; Risa Rignier, Director of Human Resources; Bill Riley, Budget Analyst; and Jeff Zaring, State 
Board of Education Administrator.  The official response has been made a part of this report and may be found 
on Pages 7 through 9. 
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